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POINTS OF CONTACT – PCS TRAVEL 

 
 
Financial Specialist (PCS Primary) 907-753-5585 
 
Accountant 907-753-5543 
 
Accountant 907-753-5547 
 
Accountant 907-753-2569 
 
Accountant 907-753-2584 
 
Real Estate  907-753-2849 
 
Logistics Management 907-753-2560 
 
SATO TRAVEL 907-753-2558 
 

 
 

MAILING ADDRESSES 
 
 
Please forward all original copies of your PCS vouchers to the following mailing address: 
 
US ARMY ENGINEER DISTRICT, ALASKA 
CEPOA-RM-F 
P.O. Box 6898 
Elmendorf AFB, AK  99506-0898 
 
To expedite payment/receipt of advance funds, we require all PCS travel claims be paid by Direct 
Deposit/Electronic Funds Transfer (DD/EFT) into your bank account.  
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ACRONYMS 

 
 
CONUS Continental United States – the 48 contiguous States and the District of Columbia 
 
DTOD Defense Table of Official Distances 
 
EFT Electronic Funds Transfer 
 
FICA Federal Insurance Contributions Act 
 
FWT Federal Withholding Tax 
 
GBL Government Bill of Lading 
 
HHG Household Goods 
 
HHT House Hunting Trip 
 
IRS Internal Revenue Service 
 
JTR Joint Travel Regulations, Volume 2 
 
OCONUS Outside the Continental United States—Alaska is included in this area 
 
PCS Permanent Change of Station 
 
PDS Permanent Duty Station 
 
POC Privately Owned Conveyance 
 
POV Privately Owned Vehicle 
 
RITA Relocation Income Tax Allowance 
 
TQSE Temporary Quarters Subsistence Expenses 
 
UFC US Army Corps of Engineers Finance Center—located in Millington, TN (our disbursing 

office) 
 
WTA Withholding Tax Allowance 
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GENERAL INFORMATION 

 
 

WELCOME TO THE ALASKA DISTRICT 
 
This handbook is intended to be a helpful guide to Civilian PCS entitlements.  The information and 
examples used are generalized.  We’ve tried to address the most frequently asked questions.  It does 
not have the answers to all your questions and is not an authoritative source.  The Joint Travel 
Regulations, Volume 2 (JTR) contain binding provisions concerning relocation allowances.  If you 
need further information please contact one of the individuals at the numbers under Point of 
Contacts (POC). 
 
All advances (loans to be repaid) and settlement vouchers are processed by the payment office 
responsible for servicing the funds on the orders.  Settlements are filed within 5 workdays of the 
completion of each portion of travel (i.e., House hunting, En route, 1st 30 days TQSE, etc).   
Entitlement is computed, mandatory taxes are withheld and unliquidated travel advances are 
cleared, with the remainder paid to you.  Although you have two years in which to complete your 
move, submit vouchers promptly for liquidation of travel advances and timely reconciliation of 
funds.  A delay in filing your voucher can delay reimbursement of expenses! 
 
We strongly recommend you save every document (receipt, bill of sale, invoice, etc…) for every 
incurred expense in your move, for reimbursement and/or tax purposes.  All requests for payment 
must be accompanied by a DD Form 1351-2 travel voucher.  Be sure to keep a copy of anything 
you submit and a copy of all settled vouchers for your records. 
 
References cited: 
 

• Alaska District Employee Regulation POAR 690-1-600.   
 
• Alaska District Policy Letter No. 15  at:  N:\PUBS\POA\Pol_ltrs\No. 15 Temporary 

Quarters Subsistence Expense (TQSE).pdf  
 
• UFC 98-05 PCS SOP, May 2000, guidance from the USACE Finance Center.  Internet site: 

http://www.fc.usace.army.mil/adobe/pub/ufc_05.pdf 
 

• Army Pamphlet 55-16, 1 August 1991, guidance for Army Employees:  Internet site:  
http://www.usapa.army.mil/pdffiles/p55_16.pdf 

 
• Joint Travel Regulations (JTR), Volume 2 governing Department of Defense personnel.  

Internet site: http://www.dtic.mil/perdiem/jtr.html 
 

• Federal Travel Regulation (FTR), Chapter 302 governing all Federal employees.  Internet 
site:  http://policyworks.gov/org/main/mt/homepage/mtt/FTR/ch302tc.html 
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GETTING READY TO GO 
 
1.  Transportation Agreement and Travel Order: 
 

a. Transportation Agreement (UFC SOP 98-05, JTR paragraphs C4001 through C4012):  
Before being issued a travel order (DD-1614) the traveler will, in most instances, be 
required to sign a Transportation Agreement (DD1618) agreeing to remain with the 
Government for a period of not less than twelve (12) months.  This form, along with the 
travel order, is prepared by the PCS Travel Approving Office, which is the hiring office. 

 
b. PCS Travel Order  (UFC SOP 98-05, JTR paragraphs C1050-C and C3050) . The travel 

order is the key to an authorized move. Read it carefully.  AFTER receiving the travel 
order, the traveler may complete travel plans, make the necessary arrangements for 
shipment and/or storage of household goods, personal vehicle, and personal effects and 
begin to put personal affairs in order. Caution, any PCS related expenses incurred prior to 
the receipt of official PCS travel orders will be interpreted as ‘personal choice’ and not as a 
result of the PCS, and therefore, not reimbursable by the JTR.  The Transportation Officer, 
John Regis, 907-753-5563, will advise travelers regarding shipment of household goods and 
vehicles.  If commercial transportation is used for en route travel, please contact the Alaska 
District SATO Office at 907-753-2558. 

 
c. Amendment or Cancellation (UFC SOP 98-05, JTR paragraphs C3053 and C3054 . An 

amendment and/or cancellation of a PCS travel order is prepared by the PCS Travel 
Approving Office.  Cancellations of travel orders by employee may result in personal 
liability of any costs incurred. 

 
2.  Signing up for Electronic Funds Transfer (EFT): 
 
Direct Deposit/EFT is required for all travel claims and travel advances within the Alaska District 
in order to expedite payments to the traveler.  The SF 1199A Direct Deposit form is used to sign up 
for DD/EFT for Travel reimbursements and advances and must be in the system at least 6 working 
days prior to any claim or advance request being filed.  This is a separate form from the one 
employees are asked to fill out for payroll Direct Deposit.  A copy of the form is provided in this 
booklet and is marked for Other- Travel in block F.   Simply fax a completed SF1199A to 907-753-
2569 or mail to the address listed in the front of this handbook. 
 
3.  Advance of Funds for PCS Travel and TQSE Expenses (JTR paragraph C1101):   
 

a.  When traveling from old PDS to new PDS, employees should be advised that the 
Government travel credit card (currently serviced by Bank of America) is not 
authorized to be used for PCS-related expenses including en route travel, TQSE, 
shipment or storage of household goods, real estate expenses, RITA, or miscellaneous 
expenses.  Employees are encouraged to request an advance of funds to pay for these costs 
to avoid undue financial stress due to relocation. 
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b.    An advance of funds for en route travel and transportation expenses will not exceed the 
total estimated amount to be reimbursed the employee for the following items: 

 
(1) En route Travel Between Old and New Duty Station: Per diem allowance for employee 
and/or dependents based on allowable travel time. Mileage allowance, private automobile, 
based on official distance between old and new duty station. 
 
(2) Round Trip Travel to seek Permanent Residence (House Hunting Trip): Per diem 
allowance for employee and/or spouse based on actual number of days authorized in the 
travel order. Mileage allowance, private automobile, based on round trip official distance 
between old and new duty station. 
 
(3) Temporary Quarters Subsistence Expense: TQSE allowance for employee and 
dependents for the initial thirty (30) days of temporary quarters at the rates prescribed 
earlier. Additional funds may be advanced for subsequent fifteen (15) day periods if Actual 
TQSE is authorized in the travel order by your Division Chief. 

 
(4) Shipment of Household Goods and Temporary Storage: An advance of funds for the cost 
of transporting household goods is limited to the cost of shipping the estimated weight of 
the employee’s goods within the maximum weight for which an employee is eligible. The 
advance amount for the cost of temporary storage is limited to the applicable commuted rate 
(should we remove)  for the weight of goods and period of storage, not in excess of ninety 
(90) days and not in excess of the maximum weight for which an employee is eligible. A 
request for an advance to cover this expense will be accompanied by a written statement 
designating the points of origin and destination, the estimated weight of household goods to 
be shipped, and any anticipated temporary storage not to exceed ninety (90) days. The 
estimate of weight required in support of the advance may consist of a statement of the 
estimated weight signed by the carrier selected to handle the shipment or the number of 
rooms of furniture the employee is moving, plus the weight of personal property equipment, 
e.g., lawn mower, tools, etc. 
 
(5) An advance of funds is NOT authorized for Household Goods shipped via Government 
Bill of Lading (GBL), Fixed Househunting Trip (HHT), Fixed Temporary Quarters 
Subsistence Expense  (TQSE), Real Estate Expenses, and/or expenses applicable to the 
Miscellaneous Expense Allowance. 

 
c.  Obtaining Payment of the PCS Advance.  After the travel order has been issued, the 

employee or hiring office will prepare and submit a Travel Voucher, DD 1351, 
accompanied by a copy of the Travel Order, DD 1614.  The DD 1351 must be signed by the 
F&A Officer and the appropriate advance should be indicated in block 16 of the  DD 1614.  
When preparing the DD 1351, complete Part I (Block 2) and Part II (Blocks 1 through 5). 
Include in Part V (Remarks) the address where you want the check to be sent.  All 
documents should be submitted to Finance and Accounting for processing and forwarding to 
UFC.  
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PCS BENEFITS 
 
Possible Entitlements When PCSing to OCONUS: 
 
1.  Transferring employees (JTR paragraph C5070) are entitled to travel and transportation 

expenses for the following items if specifically authorized in the travel order: 
 

• En route Per Diem for employee. 
• En route Per Diem for dependents. 
• En route Transportation for employee. 
• En route Transportation for dependents. 
• Miscellaneous Expense allowance. 
• Transportation and temporary storage of household goods via GBL not to exceed 18,000 

pounds (weight of excess baggage while traveling via commercial transportation is included 
as part of the household goods weight allowance).  

• Real estate expenses and/or unexpired lease (FTR 302-6, JTR paragraph C14000 through 
C14005). 

• Extended storage of household goods via GBL, if in the best interest of the government. 
• Round trip travel to seek permanent residence (House Hunting Trip-HHT); limited to one 

trip (discretionary). 
• Temporary quarters subsistence expense (TQSE) for employee/dependents together or 

separately (discretionary). 
• Shipment of one privately owned vehicle (POV) (discretionary). 

 
2.  “First Duty Station Hire” (JTR paragraph C5080) or employees (trainees) being “Assigned 
Under Government Employee Training Act” are only entitled to travel and transportation expenses 
for the following items if specifically authorized in the travel order: 
 

• En route Per Diem for employee. 
• En route Transportation for employee. 
• En route Transportation for dependents (no per diem authorized). 
• Transportation and temporary storage of household goods via GBL not to exceed 18,000 

pounds (weight of excess baggage while traveling via commercial transportation is included 
as part of the household goods weight allowance).  

• Shipment of one privately owned vehicle (POV) (discretionary). 
 
3.  Tables of entitlements versus discretionary allowances can be found under OTHER ITEMS. 
 

HOUSEHUNTING TRIP (HHT) (JTR. Par. C5600 through C5634) 
 

Payment of travel and transportation expenses for you and/or your spouse, together or individually, 
for one round trip between the localities of the old and new duty stations for the purpose of seeking 
residence quarters may be authorized when circumstances warrant it.  A requirement for 
authorization is that both the old and new PDS must be located within the United States.  A round 
trip performed by you, the employee, must be accomplished before reporting to the new permanent 
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duty station (PDS).   The days authorized for a HHT count towards the total number of days 
authorized for TQSE.  You are in a duty status at no charge to leave during the authorized absence, 
assuming the most advantageous rout to the government is used.  There are two methods of HHT 
that may be authorized: Lodgings-Plus Method and Fixed Amount Method. 

 
1.  Lodgings-Plus Method:  The applicable maximum per diem rate for househunting trips is the 
locality rate of the new permanent duty station.  Lodging is paid on an actual expense basis for the 
single room rate not to exceed the locality lodging rate (receipts are required).  The employee is 
entitled to 100% of the locality rate and the spouse is entitled to ¾ of the employee’s rate (assuming 
the employee and spouse traveled together).  The meal allowance is paid without receipts or 
itemization.  The total number of days payable for HHT may not exceed 10 days.  Separate round 
trips by you and your spouse are allowed, however the overall cost to the Government is limited to 
the cost of one round trip for you and your spouse traveling together. 

 
2.  Fixed Amount Method:  The applicable maximum per diem rate for househunting trips is the 
locality rate of the new permanent duty station multiplied by 6.25 if the employee and spouse both 
utilized (together or separate) the HHT.  If only 1 person (employee or spouse) utilizes the  HHT 
then the applicable locality rate is multiplied by 5.  For example, if the locality rate were $166 
(lodging plus M&IE), you and your spouse both utilizing a HHT then you would receive $1,037.50 
(166 x 6.25).  If only 1 person utilizes a HHT then the payment would be $830.00 (166 x 5). 
  

EN ROUTE TRAVEL (JTR. Par. C5050) 
 
1.  En Route Travel, Transportation via POV:  When travel via privately owned conveyance 

(POC) is authorized, mileage will be reimbursed as follows: 
 

$0.15 per mile for one authorized traveler 
$0.17 per mile for two authorized travelers 
$0.19 per mile for three authorized travelers 
$0.20 per mile for four or more authorized travelers 
 
a. In addition to the mileage allowance, ferry, bridge, road, and tunnel tolls are allowable. 
Parking fees are not allowable. The listed reimbursable items should be claimed on the 
travel settlement voucher under reimbursable items. 
 
b. One privately owned vehicle (POV) may be shipped at Government expense to, from and 
between permanent duty stations outside CONUS only when authorized.  According to DA 
PAM 55-16, authorization for shipment of POV is individually determined in each case and 
must be stated in the travel order.  The allowable transportation expense is limited to over 
water shipment including port handling charges.  Overland shipment of a POV by 
Government means or at Government expense is prohibited. 
 
c. The applicable mileage rates listed above are for the use of two (2) privately owned 
vehicles per household. Authorization for a third, fourth vehicle, etc. must be 
authorized/approved if determined to be appropriate and advantageous to the government  
through the Secretary of the Army. 
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d. The authorization/approval required in paragraph c above for the use of more than two 
automobiles will be shown in the ‘Remarks’ section of the travel order and the travel 
voucher. 

 
2.  En Route Travel, Transportation via Commercial Methods:   
 
  a. Bus, train, or special conveyance may be used for short distance travel. Aircraft is 

normally used for long distance travel since it results in the lowest overall cost to the 
Government. DOD policy requires that the most economical transportation will be used. In 
regard to travel by commercial aircraft, it is the policy of the Government that employees 
who use commercial air carriers inside or outside the continental United States for official 
travel will use coach accommodations. However, business class may be used if coach 
accommodations are not available on U.S. carriers. Only limited exceptions to this policy 
will be permitted. Authority for authorizing or approving the use of first–class air 
accommodations is limited to the Executive Secretary for personnel within OSD and 
Defense Agencies, the Service Secretaries and the Chairman, Joint Chiefs of Staff, with 
limited authority to re-delegate.  

 
b. If you are to travel by common carrier, give a copy of your travel order to the 
transportation /traffic management office at your duty station. That office will issue you a 
Government Transportation Request (GTR) and issue you your ticket(s). 
 
c.  If the Ferry (Alaska Marine Highway System) is used as part of en route travel, all 
arrangements must be done through the Alaska District SATO Travel Office.  (Note: the 
applicable mileage rate allowance and car ferry fees apply to each authorized automobile.)   

 
3. En Route Travel-Per Diem:  
 

a.  When a POV is used for purposes of en route travel, per diem will be paid for the lesser 
of either the actual travel or constructive time at an average distance of three hundred 
fifty (350) miles per day for the official distance between the old and new duty 
stations. Mileage is four hundred (400) miles for those activities participating in the Travel 
Re-engineering Initiative. In applying the 350/mile rule for PCS travel by private 
automobile, constructive time is compared on a constructive day basis from the first day the 
employee starts traveling regardless of Saturdays, Sundays, holidays, road conditions, etc. 
An exception to the daily minimum driving distance of 350 miles may be made when travel 
is delayed for reasons clearly beyond the control of the employee. The reason for the delay 
must be stated on the travel voucher or if additional space is required as an attachment to the 
voucher.   

 
b. When leave is taken while an employee is in a travel status, the exact hour and day of 
departure and return to duty status must be shown in the ‘Remarks’ section of the travel 
voucher. 
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c. Receipts are required for hotel/motel lodging. If your family stays in the same room, 
obtain a statement of the single rate for the room occupied. The single occupancy rate must 
be indicated on your receipt in order to process correctly in IATS. 
 
d. Per diem is not payable for twelve (12) hours or less for en route travel. 
 
e.  An example of per diem rate calculations for a transferring employee (based on CONUS 
standard rate) for ‘en route travel’ are as follows: 
 

(1)  Employee, or spouse unaccompanied by employee…………………….$86.00 
 

(2)  Accompanying spouse, three-fourths (3/4) of employee’s daily rate…..$64.50 
 

(3)  Each other family member twelve (12) years or older,  
three-fourths (3/4) of employee/unaccompanied spouse rate………………$64.50 

 
(4)  Each family member under twelve (12) years, one-half (1/2) of  
employee/unaccompanied spouse rate……………………………………..$43.00 
 

TRAVEL TO ALASKA BY AIR OR SURFACE MODES 
  

Travel to Alaska may be accomplished via commercial air travel, via POV driving the Alaska - 
Canadian (ALCAN) highway, and/or via POV to Bellingham, Washington proceeding via the 
Alaska Marine Highway System (Ferry) to Alaska. Travel arrangements for commercial air travel 
and the Alaska Marine Highway Ferry System can be made through the Alaska District's SATO 
Travel Office at (907) 753-2558 or the  Alaska District Travel Desk  (907) 753-2560.  Please 
contact either of these two numbers to make travel arrangements to Alaska.   
 
Information for traveling through Canada can be found at the following website: 
 

http://www.cbsa-asfc.gc.ca/E/pub/cp/rc4161/rc4161-e.html 

Information on persons who will have problems entering Canada is available at: 

http://www.canadianembassy.org/immigration/inadmissible-en.asp 
 

TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE) (JTR. PAR. C13105) 
 

TQSE is a discretionary allowance that is intended to reimburse employees for some of the costs for 
lodging, food, and other necessities while awaiting permanent residence.  Government temporary 
quarters are required, if available.  Please call the your administrative contact for the phone 
numbers of government quarters in the area of your new PDS to check availability and make 
reservations.  TQSE may be offered in the following forms: 
 

1. TQSE (AE) actual expense reimbursement. 
2. TQSE (F) fixed amount payment. 
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1.  TQSE (AE): 
 

a.  When it is necessary to occupy temporary quarters incident to an employee’s transfer to a 
new duty station, subsistence expense allowances may be authorized for you and your 
dependents for a period not to exceed 30 consecutive days initially.  Subsistence expenses 
include the cost of temporary lodgings, meals and/or groceries, tips and fees incident to 
meals and lodgings, laundry, cleaning and pressing of clothing while the employee is 
looking for a permanent residence at the new duty station.  Reimbursement for groceries is 
limited to those food and laundry items consumed or used, while occupying temporary 
quarters.  Expense of local transportation is not reimbursable.  The location of the temporary 
quarters must be within reasonable proximity of the old or new official station.  TQSE must 
begin not later than 30 days from the date you report for duty at the new duty station, or not 
later than 30 days from the date the dependents vacate permanent residence at the old duty 
station.  The period of time allowed for TQSE will begin for the employee and all 
dependents when either the employee or any dependents begins the use of quarters for 
which a claim for reimbursement is made. The time period will run concurrently for the 
employee and all dependents. The employee may occupy quarters at another location. The 
period of eligibility will terminate when the employee or any dependents occupies 
permanent residence or when the authorized period of time expires, whichever occurs first.  
The use of TQSE may begin as soon as the employee’s travel order is issued and the written 
transportation agreement signed. 
 
b.  Extensions beyond the first 30 days may be authorized only in situations where there are 
compelling reasons for continual occupancy of temporary quarters and must be approved in 
writing by the Division Chief.  Requests beyond 60 days will require the Commander’s 
approval. The Alaska District TQSE Policy Letter #15 gives further guidance for 
requesting extensions of TQSE.  The total period of time in temporary quarters will not 
exceed one hundred twenty (120) days under any circumstance, including the period of time 
used to perform a house hunting trip.  Examples of compelling reasons, which could be 
considered as beyond the employee’s control, are as follows: 

 
• Shipment and/or delivery of household goods is delayed due to extended transit time 

incident to ocean transportation, strikes, customs clearance, hazardous weather, fires, 
or floods or other acts of God. 

• New permanent residence cannot be occupied because of unanticipated problems 
i.e., delays in settlement on new residence, etc. 

• Inability to locate permanent residence which is adequate for family needs because 
of housing conditions at the new duty station. 

• Sudden illness, injury, or death of employee or immediate family member. 
 

c.  An example of per diem rate calculations  (based on standard CONUS rate) for TQSE 
follows: 
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FIRST THIRTY-DAY PERIOD 
 
Employee, or spouse unaccompanied by employee ................................................. $86.00 
 
Accompanying spouse, three-fourths (3/4) of employee’s daily rate ....................... $64.50 
 
Each other family member twelve (12) years or older, three-fourths (3/4) of  
employee/unaccompanied spouse rate...................................................................... $64.50 
 
Each family member under twelve (12) years, one-half (1/2) of 
employee/unaccompanied spouse rate...................................................................... $43.00 
 
SECOND THIRTY-DAY PERIOD and ADDITIONAL SIXTY DAYS 
Employee, or spouse unaccompanied by employee, three-fourths (3/4) of 
employee’s daily rate ................................................................................................ $64.50 
 
Accompanying spouse, one-half (1/2) of employee’s daily rate .............................. $43.00 
 
Each other family member twelve (12) years or older, one-half (1/2) of 
employee/unaccompanied spouse rate...................................................................... $43.00 
 
Each family member under twelve (12) years, two-fifths (2/5) of 
employee/unaccompanied spouse rate...................................................................... $34.40 
 

d.  Reimbursement for TQSE(AE) will be limited to the actual expenses incurred, not to 
exceed the maximum amount authorized, providing that expenses directly related to the 
occupancy of temporary quarters are reasonable in amount and can be substantiated. 
Receipts are required for any single expense of $75 or more, lodging costs (receipts required 
regardless of cost), and laundry and dry cleaning, except coin-operated facilities. A daily 
itemization of expenses must be made on ENG Form 4743-R showing daily lodging costs, 
meal costs (breakfast, lunch, dinner breakdown required) and laundry. 
 
The Finance and Accounting Officer has the right to require receipts or additional 
supporting documentation for meals/groceries and other expenses claimed that are 
determined to be unreasonably high for the location of the temporary quarters. 

 
e.  If temporary quarters are a facility where meal preparation is available and is used, the 
cost for groceries consumed for each meal is allowable. If part of the daily meals taken are 
prepared in the quarters and others are taken in commercial facilities, notation must be made 
on the claim. 
 
f.  The total amount claimed for TQSE(AE) must be recorded on the travel voucher. If travel 
status and occupancy of temporary quarters occur in the same day, the employee must 
indicate the date and time of arrival and/or departure in the ‘Remarks’ section of the travel 
voucher. The date that occupancy of permanent quarters begins, or the date that household 
goods are moved into quarters must also be shown in the Remarks section. 
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2.  TQSE (F): 

 
a.  The order-issuing/authenticating official, not the employee, determines if TQSE(F) is 
permissible. If the order-issuing/authenticating official chooses, TQSE(F) may be offered to 
the employee. The employee may decline the TQSE(F) offer and choose to be reimbursed 
by TQSE(AE) if the order-issuing/authenticating official authorizes/approves TQSE. 
TQSE(F) is a lump-sum payment based on the locality per diem rate at the new PDS. 
TQSE(F) may be authorized/approved for the number of days determined necessary, up to 
30 days (NOTE: the order-issuing/authenticating official is not required to 
authorize/approve the full 30 days). 

 
b.  Considerations - When deciding whether or not to offer TQSE(F) to an employee, the 
order-issuing/authenticating official should consider: 

• Ease of Administration.  TQSE(AE) requires review of claims, receipts, and 
supporting statements, for the validity, accuracy, and reasonableness of each expense 
amount. No review is required for TQSE(F), because receipts and supporting statements 
are not required. 
• Cost Considerations.  TQSE(AE) may continue for up to 120 consecutive days. 
TQSE(F) is limited to no more than 30 days, with no extensions under any 
circumstances.  TQSE(AE) is based on the lodgings-plus system in OCONUS locations 
(which includes Alaska).  TQSE(F) is based on the maximum per diem rate of the new 
PDS location. 
• Employee Choice.  TQSE(F) is based on a lower percentage of the locality per diem 
rate.  If the order-issuing official offers an employee the option of TQSE(F), the 
employee must choose between it and TQSE(AE).  The TQSE(F) option is only an offer 
and the employee is not obligated to accept it.  An employee may decline the TQSE(F) 
offer and choose to be reimbursed by TQSE(AE). Once the employee selects a TQSE 
method, the selection may not be changed. 

 
c.  HHT - When the employee and/or spouse make a HHT, the number of days used for the 
HHT is not deducted from TQSE(F). 
 
d.  Basis for Payment - payment of TQSE(F) is based on the total number of individuals 
(employee and dependents) actually moving to the new PDS, not the number of individuals 
actually occupying temporary quarters. 

 
 e.  TQSE(F) Per Diem Rates/Percentages.  The per diem rate used for TQSE(F) payment is 

the maximum locality per diem rate for the new PDS locality (CONUS or OCONUS) at the 
time the employee accepts the offer.  The amount of the lump sum payment is not 
changed by any increase or decrease to the new PDS per diem rate after the employee 
accepts the offer. 

 
Percentage Paid. The maximum allowable daily amount is 75% for the employee and 
25% for dependents. 
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TQSE(F) Computation Example. 
 

Data Used. 
Number of days authorized/approved for TQSE(F) = 30 days 
Locality per diem rate = $90 (lodging) + $30 (M&IE) = $120 total per diem 
Employee percentage = .75 
Dependent percentage = .25 
Number of dependents = 4 

 
Calculation for the Employee. 
multiply the maximum per diem rate ($120) by .75. $120 X .75 = $90 
multiply that answer ($90) by the # of days authorized/approved (30) 
$90 X 30 = $2,700, so the employee's TQSE(F) payment is $2,700. 

 
Calculation for the Dependents. 
multiply the maximum per diem rate ($120) by .25. $120 X .25 = $30 
multiply that answer ($30) by the # of days authorized/approved (30) 
$30 X 30 = $900, so each dependent's TQSE(F) payment is $900. 
There are 4 dependents. Total TQSE(F) payment is $3,600. 4 X $900 = $3,600 

 
Total Payment. 
In this example above, the employee's TQSE(F) payment is $2,700 for himself and 

$3,600 for four dependents. His total TQSE(F) payment is $6,300. 
 

TQSE COMPUTATION CHART 
 

Authorized 
Traveler 

Locality 
Per 

Diem 
Rate 

Percentage 
Rate 

Authorized

Number of 
Authorized 

days 

Number of 
Authorized 
Travelers 

 
 

Formula 

 
Total 

Payment

Employee 120 0.75 30 1 (((120x0.75)x30)x1) $2,700 
Dependent(s) 120 0.25 30 4 (((120x0.25)x300x4) $3,600 

     Total $6,300 
 
 

SHIPMENT OF ONE PRIVATELY OWNED VEHICLE (POV) (JTR PAR. C5200 
THROUGH C5248)  

 
One POV may be transported at Government expense when it is determined to be in the 
Government's best interest for the employee to have their POV use at the new PDS.  A 
determination of whether or not transportation of POV is in the Government's best interest must be 
made as circumstances change and when the employee agrees to serve a succeeding tour of duty at 
the same or another OCONUS PDS.  A record of determination must be made in writing and filed 
in the employee's personnel folder.  
  
Transportation at Government expense includes port-handling charges for readying the vehicle for 
shipment at port of embarkation and for use at port of debarkation.  Instructions concerning the 
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ports from which the vehicle may be shipped are located in the following website: 
http://www.whereismypov.com/.   The PCS order must include the name of the port of embarkation 
and the port of debarkation.  You will need to contact  Alaska District Logistics Management at 
(907)753-5563 or 753-2560 for necessary shipping instructions. 
 
It should be noted that reimbursement (not including per diem) is authorized for one-way travel for 
the official distance traveled to the port embarkation facility/vehicle processing center at the current 
applicable TDY mileage rate and the actual cost incurred for one-way return transportation. 
Reimbursement (not including per diem) is also authorized for the one-way transportation cost 
actually incurred for travel to the port of debarkation/vehicle processing center and the one-way 
return at the current applicable TDY mileage rate.  
  
A POV may be shipped to an alternate designated port if authorized on the PCS travel order.  The 
transportation cost to the Government shall not exceed the transportation cost between the ports 
serving the old PDS/new PDS.  
  
SHIPMENT AND STORAGE OF HOUSEHOLD GOODS (HHG) (JTR, PAR. C5150-5195) 

 
1.  Shipment:  The maximum net weight of HHG that can be transported at Government expense is 
18,000 lbs.  There is only one authorized method for shipping to or from OCONUS locations—the 
Government Bill of Lading (GBL) or actual expense method.  Your travel order must state 
authorization for GBL.   
 

a. Under the actual expense method, the Government assumes responsibility for awarding 
contracts and for other negotiations with carriers as the property is shipped on a GBL, the 
Government audits and pays transportation vouchers directly to carriers. 

 
b. When a GBL is chosen by the employee, notification must be made to the nearest 
Government transportation office. The transportation office sets a date with the employee 
for pickup of household goods. The Government is responsible for the packing of household 
goods, excepting certain items for safety reasons, i.e., paint, explosives, chemicals, etc. 
Also, the Government will not move plants or perishable goods.  

 
c. The employee should make an inventory of all personal property and household goods 
prior to packing. The carrier will complete an inventory that properly describes the 
condition of the household goods and will give a copy to the employee. At delivery, the 
employee should carefully check for loss or damage and note any such losses and/or 
damages on the delivery inventory prior to signing off. The employee should then notify the 
JAG office located on Ft. Richardson at (907) 384-0420.  The  Judge Advocate General 
(JAG) Claims Officer will instruct the employee on the proper forms to use when submitting 
the claim for reimbursement.   

 
2. Temporary Storage: 
 

a. The time allowable for temporary storage in connection with an authorized shipment of 
household goods may not exceed a period of ninety (90) days initially.  However, upon 
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traveler’s written request with justification for the extension request, the initial 90-day 
period may be extended incrementally up to an additional 90 days if approved by the PCS 
Approving Officer.  Employee is responsible for notification of carrier or transportation 
office when ready for delivery of household goods. Justification for the additional storage 
period may include but is not limited to the following reasons: 
 

(1) an intervening temporary duty or long term training assignment. 
(2) non-availability of suitable housing. 
(3) serious illness of employee or illness or death of a dependent. 
(4) strikes, acts of God, or other circumstance beyond the control of the employee. 

 
b. Routing of the request is the same as the request for additional TQSE. Storage may be at 
point of origin, destination, en route, or any combination thereof. 
 

3. Non-Temporary Storage (long-term): 
 

a.   Extended storage is defined as storage for a member authorized to store household goods 
while on an OCONUS tour or assigned to an official station at an isolated location in the 
continental United States. 
 
b.   As opposed to temporary storage discussed above, non-temporary storage (NTS) of 
household goods may be authorized for a period NTE the tour of duty plus 30 days prior to 
the time the tour begins and plus 60 days after the tour is completed, when it is clearly 
demonstrated that it would be in the best interests of the government. NTS may also extend 
to subsequent tours of duty at the same or other OCONUS PDS if the eligibility conditions 
are still met.  When household goods are placed in non-temporary storage at Government 
expense, the responsible transportation officer will prepare a Service Order for Household 
Goods (DD1164) showing the weight of goods and the date placed in non-temporary storage. 
One copy of the completed DD 1164 will be forwarded to the PCS Approving Officer at the 
employee’s duty station where it will be placed in the employee’s official PCS folder for 
subsequent reference and action purposes.  
 
c. The maximum weight of household goods that may be transported or stored at 
Government expense is limited to eighteen thousand pounds (18,000) for all employees. The 
weight of any unaccompanied baggage shipped by any mode at Government expense will be 
considered a part of the household goods. Household goods are considered to be all personal 
property associated with the home and all personal effects belonging to an employee and 
dependents when shipment or storage begins, which can be legally accepted and transported 
as household goods by an authorized commercial carrier in accordance with the rules and 
regulations established or approved by an appropriate federal or state regulatory authority. 
This includes a boat and it’s associated trailer (if it will fit in the moving van), snowmobiles 
and vehicles with two or three wheels, e.g., motorcycles, mopeds, and golf carts. However, 
it does not include the following: 

 
(1) cars, trucks, vans, airplanes, mobile homes, campers, trailer, farming vehicles. 
(2) live animals, birds, fowl and reptiles. 
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(3) cordwood and building materials. 
(4) property for resale, disposal, or commercial use rather than for use of employee or 
immediate family. 
(5) privately owned live ammunition. 
(6) hazardous materials 

 
MISCELLANEOUS EXPENSE ALLOWANCE (MEA) (JTR, PAR. C5300 through C5310) 

 
This entitlement is for the purpose of defraying various costs associated with discontinuing a 
residence at one location and establishing a new residence at another location. The allowance is 
related to expenses that are common to living quarters furnishings and household appliances and 
other general types of costs inherent in relocation of a place of residence. A miscellaneous expense 
allowance will be payable to an employee for whom a permanent change of station is authorized or 
approved when the employee has discontinued an old and established a new residence in 
conjunction with the PCS regardless of the locations.  Allowances may be paid without being 
supported by receipts or itemized statements, as follows: 
 
1. Employee with No Dependents:  Five hundred dollars ($500) or the equivalent of one (1) 
week’s basic compensation, whichever is the lesser amount. 

 
2.  Employee With One or More Dependents:  One thousand dollars ($1000) or the equivalent of 
two (2) week’s basic compensation, whichever is the lesser amount. 
 
3.  Claiming MEA:  The MEA is usually claimed on the last TQSE Travel Voucher.   To file for 
reimbursement of your MEA, please provide a copy of the following:  the travel order authorizing 
MEA, Form DD 1351-2 Travel Voucher claiming MEA in block 18, and ENG Form 4743-R 
reflecting the dates you departed old quarters and occupied new quarters and stating in the remarks 
section that the claim is for MEA.  Please see attached examples. 
 
 

REAL ESTATE EXPENSES AND UNEXPIRED LEASE EXPENSE (JTR PAR. C14000 
through C14004) 

 
1.  General:  All real estate entitlements should be discussed with the Real Estate Division. Claims 
for real estate expenses or an unexpired lease expense must be submitted within two (2) years after 
the date on which the employee reports for duty at the new permanent duty station. Under certain 
conditions, an extension of up to two (2) years (one (1) year for transfers with an effective date 
prior to 19 Feb 2002) must be approved by both the PCS Approving Officer and the District Real 
Estate Division.  If an additional year is necessary, the employee’s written request should be 
submitted through the Real Estate Division for the approval of the PCS Approving Officer as soon 
as the employee becomes aware of the need, and before expiration of the two (2) year limitation. 
Approval of the additional period of time will be based on a determination that extenuating 
circumstances have prevented the employee from completing the sale and purchase or lease 
termination transactions in the time frame and that the residence transactions are reasonably related 
to the permanent change of station. There is no authority to waive the four (4) year time limitation 
(three (3) years if prior to 19 Feb 2002). 
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2. Reimbursable Items:  Items in connection with the sale and/or purchase of a residence to the 
extent they do not exceed amounts customarily paid in the locality of the residence are as follows: 

 
• Loan origination fees.  
• Broker’s fees/real estate commission (sale).  
• Notary fees. 
• Advertising expenses (sale).  
• Legal fees for title opinion. 
• Appraisal fees. 
• Preparation of abstract. 
• Title search. 
• Title insurance policy (sale, limited exception). 
• Preparation of conveyances and contracts (sale). 
• Recording fees. 
• Surveys and preparation of drawings and plats (sale). 
• FHA/VA loan application fee. 
• Preparation of credit reports. 
• Mortgage and transfer taxes (sales taxes). 
• State revenue stamps and similar fees and charges. 
• Mortgage title insurance required by lender (purchase). 
• Mortgage prepayment charge if required (sale). 
• Other incidental expenses for required services if customarily charged. 
• Comparable expenses of the above for construction of a residence. 
 

3. Maximum Reimbursement for Reimbursable Items: The maximum reimbursement for the 
sale or purchase of a residence changes periodically.  Currently, it is as follows: 

 
a.  Sale: Ten (10) percent of the actual sale price of the residence at the old PDS, and 

 
b. Purchase: Five (5) percent of the actual purchase price of the residence at the new PDS. 

 
c.  Request for Real Estate Reimbursement. In order to be reimbursed for real estate 
expenses, the employee must prepare an application for reimbursement (DD 1705) along 
with a travel voucher (DD 1351). 
 
d.  Amounts claimed for reimbursement must be entered in the appropriate space on the 
application form and the total amount claimed in ‘Reimbursable Expenses’ on the travel 
voucher. Each expense claimed must be supported by documentation showing that the 
expense was, in fact, incurred and paid by the employee. The required supporting 
documentation must be included with a claim application with the following information: 

 
(1) Sale of Former Residence: 

• Sales agreement. 
• Property settlement document. 
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• Mortgage document (if pre-payment fee is claimed, document must include 
terms of payment). 

• Paid invoices or receipts (of $75 or more) for each additional expense claimed. 
• Title document (e.g., deed) to determine title to the residence.  
• Property settlement document and approved claim application if prior claim 

settlement in connection with the purchase of a residence. 
 

(2) Purchase of New Residence: 
• Purchase agreement. 
• Property settlement document. 
• Loan closing statement. 
• Paid invoice or receipts (of $75 or more) for each additional expense claimed. 
• Property settlement document and approved claim application if prior claim 

settlement in connection with the sale. 
• Disclosure statement on finance charges when provided by a lending institution in 

compliance with ‘The Truth in Lending Act’, PL 90-321. 
 

To obtain reimbursement, the employee will submit an original and one copy of the 
application, including supporting documentation (will not be returned to employee), 
and one copy of the travel order and the travel voucher.  Expenses claimed for a 
residence sale and residence purchase may be included in the same application.  The 
application is to be sent to the District Real Estate Division for review and approval.  After 
the Real Estate Division reviews and approves the claim, they will forward the claim to the 
District Finance and Accounting officer for the final processing.   
 
e. Relocation Expenses. The relocation services entitlement is a contract entered into 
between the Government and a private firm to provide relocation services to certain 
designated employees. If the travel orders do not specifically authorize relocation 
services, this section does not apply. Such services include, but are not limited to 
arranging for the purchase of an employee’s residence, home finding assistance, and spouse 
employment assistance. Relocation services may be made available to employees only when 
both of the following conditions are met:  

 
(1) The employee’s transfer from one official station to another is determined to be 

in the interest of the Government and is not primarily for the convenience or 
benefit of the employee or at his request. 

 
(2) The effective date of the employee’s transfer is on or after 14 Nov 83. The 

effective date of transfer is the date the employee reports for duty at the new duty 
station. 

 
f. Unexpired Lease Expense. Allowable unexpired lease expenses will be limited to those 
payments made by the employee which represent unavoidable expenses directly attributable 
to termination of a lease prior to the expiration date. Itemization is required of the expense 
amounts, the total of which will be entered on the travel voucher. The claim must be 
supported by the following: 
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(1) a copy of the lease prescribing penalties or other costs payable if occupancy is 

terminated prior to the lease expiration date. 
 

(2) an explanation of bona fide attempts made if the lease includes a saving 
provision for subleasing or making other arrangements to avoid penalty costs. 

 
(3)  an itemization and explanation of penalty costs claimed and paid receipts for 

each item. 
 

SETTLEMENT OF TRAVEL VOUCHERS AND REPAYMENT OF ADVANCE 
 
1.  Submitting the Travel Claim (UFC SOP page II-16):  All employees are required to submit a 
travel claim (DD1351-2) to UFC within five (5) working days after arrival at the new duty 
station. The initial travel voucher will normally cover per diem and travel expenses for the 
employee and dependents en route to the new duty station.  Do not expect to be reimbursed for any 
travel claim submitted for at least six (6) weeks.  This delay in reimbursement is due to the length 
of time it takes the UFC to audit and process each PCS voucher.  This process can be further 
delayed by missing information, receipts, or improperly filled out claims. 
 

a.  A mandatory 15% or 28% Federal Withholding Tax (FWT) (determined by the WTA 
option you select) is withheld from all taxable entitlements on settlement claims, but state 
and local taxes are not currently withheld.  In addition, applicable FICA and Medicare taxes 
are also withheld.  The withheld taxes are deposited in your name.  If this causes you to be 
in a penalty-paying mode with your state or locality, you may wish to increase your 
withholding through your payroll or some other means.  A separate PCS W-2 is issued to 
you for any calendar year(s) in which you are provided PCS Travel and transportation.  You 
reconcile any differences in tax liability when you file your Federal, State and local tax 
returns. 

 
b. Subsequent vouchers must be submitted in thirty-day (30-day) increments of TQSE (not 
to exceed sixty or one hundred twenty days, if authorized), shipment of household 
goods/temporary storage, real estate expenses, and, if applicable, transportation of a mobile 
home may be included, or filed separately. A claim for Miscellaneous Expense Allowance 
will be included on the final voucher after moving into the employee’s permanent 
residence. 
 
c. The travel settlement voucher will be completed in its entirety. Any unusual situation or 
circumstance must be thoroughly explained in the ‘Remarks’ section of the travel settlement 
voucher. This is to avoid any unnecessary investigation and/or to keep the voucher from 
being returned to the employee and delaying settlement. Forms are listed under “Forms” to 
assist the employee in preparing a proper and complete travel voucher. If traveler received 
an advance for the PCS move, a copy of the DD 1351 showing the advance amount must be 
attached. The DD 1351 may be signed by the travel approving official and initialed by the 
F&A officer; or, the F&A officer may sign alone. Advances must be coordinated through 
the local Finance Office. 
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d. An incomplete PCS travel voucher will not be processed by the Travel Section at the 
Finance Center. Information needed will be requested from the Traveler. UFC will review 
the data to clarify processing and will change items claimed by disapproving those items 
without proper backup on the orders or the voucher. UFC will state in the remarks section of 
the travel settlement voucher those items not approved and why they were not approved. 
 

2. Settlement of the Travel Advance (UFC SOP page II-16):  The PCS travel advance will be 
recouped as the travel vouchers are processed. If the total amount of the reimbursement vouchers 
does not recoup the advance, a bill will be issued to the employee. The employee has fifteen (15) 
days to pay the bill. If the bill is not paid within thirty (30) days, an offset of salary with an 
assessment of interest and handling fee may be made. If there are questions pertaining to the unpaid 
bill, please contact the District Finance and Accounting Office.  The traveler should remember that 
the PCS travel advance is issued only for the purpose of defraying allowable travel and 
transportation expenses applicable to the permanent change of station. 
 
3.  Relocation Income Tax Allowance (RITA) (JTR Paragraphs C16001 through 16007): 
 

a. A relocation income tax allowance (RITA) is authorized to reimburse the transferred 
employee for substantially all of the additional federal, state, and local taxes incurred by the 
employee, or by the employee and spouse as a result of a permanent change of station if a 
joint tax return is filed. These charges result from the reimbursement of certain travel and 
transportation expenses paid the employee.  

 
b. Employees receiving reimbursement for expenses related to a PCS must file a RITA 
claim. Failure to submit a claim for the RITA will obligate the employee to repay the 
Government the amount of Federal Tax Liability previously paid to the employee. The 
Employee Agreement must be signed prior to the first settlement of the initial travel 
voucher pertaining to the permanent change of station. If no agreement is signed, taxes will 
be held at the higher rate of 28%. 

 
c. When filing a claim for the RITA, the employee must submit a copy of all W-2’s, one 
copy of the travel order, a completed RITA packet sent to the employee by the Finance 
Center (sent out late spring) signed by the spouse, if filing a joint tax return, and a 
completed travel settlement voucher (DD1351-2) claiming the RITA. Copies of the spouse’s 
W-2’s are required if filing a joint tax return.  
 
d. The claim for payment of the RITA must be submitted in the tax year following the tax 
year that the travel and transportation expenses were paid to the employee. For example, if 
the employee transferred to a new duty station in 1997 and was paid for all moving expenses 
during that year, the employee would submit a claim for the RITA in the tax year 1998 after 
receiving all W-2’s for the tax year 1997. 
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OTHER ITEMS 
 
1. Admin Leave upon arrival (Alaska District Regulation POAR 690-1-60, page 11):  
Employees may be authorized excused absences upon arrival to new duty station to accomplish 
personal tasks resulting from the move for a maximum of three (3) working days and covers all 
phases involved in a PCS move (i.e., receiving household goods, picking up vehicle, meeting with 
local personal property office, etc.) 
 
2. Failure to Perform (UFC SOP, page II-17). When a PCS travel order has been issued to an 
employee and the employee fails to report for duty, resigns, or is removed for cause before the 
expiration of the required period on the Transportation Agreement, the employee will be required to 
reimburse the Government for all travel and transportation expenses paid. 
 
3.  Questionable or Suspect Vouchers (UFC SOP, page II-17). A questionable or suspect travel 
settlement voucher will not be processed for payment. Such vouchers include those that contain 
questionable lodging receipts, signs of alteration, or reflect occupancy figures inconsistent with the 
claim and unreasonable expenses such as excessive meal amounts and excessive weight for 
household goods. These vouchers will be reviewed to determine if an investigation is warranted. If 
an investigation is warranted, the case will be referred to the Army Criminal Investigation Division 
(CID).   
 
4. Falsification (UFC SOP, page II-17). Falsification of an item in an expense account works for 
the forfeiture of the claim (28 U.S.C. 2514) and may result in a fine of not more than $10,000 or 
imprisonment for not more than five (5) years, or both (18 U.S.C. 287; i.b., 285). When it is 
determined that an employee has falsified one or more item on a reimbursement voucher, he/she 
will be required to reimburse the Government for the amount of the erroneous payment resulting 
from the false item or items (41 Comp. Gen. 206 and 285). 
 
5. Overseas Transfers (UFC SOP, page II-17). Generally, when transferring overseas the 
entitlements are somewhat different than transferring within the continental United States. The 
employee should contact the PCS Travel Approving Officer to discuss temporary quarters while 
obtaining/awaiting permanent quarters; status of permanent quarters, shipment of automobile 
authorization (if the employee does not ship an automobile to the new duty station at Government 
expense he/she is not entitled to ship one when returning); and appropriate advance(s) for the 
location where the employee is to be transferred. 
 
6. Voucher Submission. A separate voucher should be filed for HHT, en route, and real estate 
claims.  All other entitlements may be claimed on one voucher if the traveler desires.  TQSE claims 
(except a final claim) may not be submitted until at least 30 days have been incurred.  The 
Miscellaneous Expense Allowance may not be claimed until the employee has vacated temporary 
quarters.  
 
7.  Prompt Payment Act (FTR Amendment 92):  The following claims for relocation allowances 
are exempt: 

• Transportation and storage of household goods and professional books, papers, and 
equipment. 
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• Transportation of mobile home. 
• Transportation of POV. 
• Temporary Quarters Subsistence Expense (TQSE), when not paid as lump sum. 
• Residence transaction expenses. 
• Relocation income tax allowance (RITA). 
• Use of a relocation services company. 
• Home marketing incentive payments. 
• Allowance for property management services. 
 

TABLES OF ENTITLEMENTS VS. DISCRETIONARY ALLOWANCES 
 

Assigned to First Official Station Outside the Continental United States (OCONUS)  

MUST PAY RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION 

ALLOWANCES 

Transportation of employee and immediate family 

member(s) (FTR part 302-4/JTR C5080-B5 & 

C7002). 

Shipment of privately owned vehicle (POV) (FTR 

part 302-9 subpart B/ JTR Chapter C11000 ). 

Per diem for employee only (FTR part 302- 4/ 

JTR C5080-B5). 

Non-temporary storage of household goods (FTR 

part 302-8/ JTR C5195-B). 

Transportation & temporary storage of household 

goods (FTR part 302-7/JTR C5150 - C5190). 

 

 

NOTE:  The above is merely a guide; entitlements will be specifically identified and authorized on your PCS 

travel orders.
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Transfer From CONUS to an Official Station Outside the Continental United States (OCONUS) 

(Nonforeign) (Gaining activity responsible for all costs associated with PCS) 

MUST PAY RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION 

ALLOWANCES 

Transportation & per diem of employee and 

immediate family member(s)  (FTR part 302-4/ 

JTR C5070 & C7002). 

Temporary quarters subsistence expense 

(TQSE) (FTR part 302-6/JTR C13105 - C13320). 

Miscellaneous moving expenses (FTR part 302-

16 /JTR C9000). 

Shipment of privately owned vehicle (POV) (FTR 

part 302-9, subpart B/JTR Chapter 11000). 

Transportation & temporary storage of household 

goods (FTR part 302-7/JTR C5150 – C5190). 

Non-temporary storage of household goods (FTR 

part 302-8/ JTR C5195-B). 

Relocation income tax allowance (RITA) (FTR 

part 302-17/JTR C16000). 

House hunting trip (FTR part 302-5/JTR C4107). 

Sell & buy residence transaction expenses or 

lease termination expenses (FTR part 302-

11/JTR Chapter C5070 & C14000) \1\. 

 

\1\Note: Allowed when old and new official stations are located in the United States. Also allowed when 

instead of being returned to the former non-foreign area official station, an employee is transferred in the 

interest of the Government to a different non-foreign area official station than from the official station from 

which transferred when assigned to the foreign official station. See FTR part 302-11 and JTR Chapter 

14000). 

 

NOTE:  The above is merely a guide; entitlements will be specifically identified and authorized on your PCS 

travel orders. 
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Transfer From OCONUS Official Station to an Official Station in CONUS 

RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION 

ALLOWANCES 

Transportation & per diem of employee and 

immediate family member(s) 

 (FTR part 302-4/JTR C5070 & C7002). \2\ 

Temporary quarters subsistence expense 

(TQSE) (FTR part 302-6/JTR C13105 - C13320). 

\2\ 

Miscellaneous moving expenses (FTR part 302-

16 /JTR C9000). 

Shipment of privately owned vehicle (POV) (FTR 

part 302-9, subpart B/JTR Chapter 11000).\2\ 

Transportation & temporary storage of household 

goods (FTR part 302-7/JTR C5150 & C5190).\2\ 

Non-temporary storage of household goods (FTR 

part 302-8/ JTR C5195-B). 

Relocation income tax allowance (RITA) (FTR 

part 302-17/JTR C16000). \2\ 

House hunting trip (FTR part 302-5/JTR C4107). 

Sell & buy residence transaction expenses or 

lease termination expenses (FTR part 302-

11/JTR Chapter C5170 & C14000) \1\. 

 

\1\Note: Allowed when old and new official stations are located in the United States. Also allowed when 

instead of being returned to the former non-foreign area official station, an employee is transferred in the 

interest of the Government to a different non-foreign area official station than from the official station from 

which transferred when assigned to the foreign official station. See FTR part 302-11 and JTR Chapter 

14000). 

\2\ When within same DOD component, Losing OCONUS agency responsible for:  transportation and per 

diem for employee and dependents; HHG Shipment and POV shipment BUT NOT TEMPORARY STORAGE 

to employee’ s actual residence or the CONUS activity up to the cost for such transportation to the 

employee’ s actual residence.  Gaining agency is responsible for:  any transportation costs of employee and 

dependents in excess of employee’ s actual residence; Temporary and/or nontemporary storage of HHG, 

TQSE, MEA; HHT, Real Estate and RITA related to PCS.  JTR C1052 C4 

 

NOTE:  The above is merely a guide; entitlements will be specifically identified and authorized on your PCS 

travel orders. 
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Transfer Between OCONUS Official Stations (non-foreign) 

RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION 

ALLOWANCES 

Transportation & per diem of employee and 

immediate family member(s) 

 (FTR part 302-4/JTR C5070 & C7002). \2\ 

Shipment of privately owned vehicle (POV) (FTR 

part 302-9, subpart B/JTR Chapter 11000). 

Miscellaneous moving expenses (FTR part 302-

16 /JTR C9000).\2\ 

Temporary quarters subsistence expense 

(TQSE) (JTR C13105 - C13320). \2\ 

Transportation & temporary storage of household 

goods (FTR part 302-7/JTR C5150 – C5190).\2\ 

Non-temporary storage of household goods (FTR 

part 302-8/ JTR C5195-B). 

Relocation income tax allowance (RITA) (FTR 

part 302-17/JTR C16000). \2\ 

House hunting trip (FTR part 302-5/JTR C4107). 

Sell & buy residence transaction expenses or 

lease termination expenses (FTR part 302-

11/JTR Chapter C5070 & C14000) \1\. 

 

\1\Note: Allowed when old and new official stations are located in the United States. Also allowed when 

instead of being returned to the former non-foreign area official station, an employee is transferred in the 

interest of the Government to a different non-foreign area official station than from the official station from 

which transferred when assigned to the foreign official station. See FTR part 302-11 and JTR Chapter 

14000). 

\2\ When both losing and gaining OCONUS PDS are within same DOD component, Losing OCONUS 

agency responsible for:  transportation and per diem for employee and dependents (if dependents 

accompanied employee at losing PDS) to employee’ s actual residence or the alternate point until return 

travel begins.  The gaining OCONUS activity must pay the necessary costs from the actual residence or 

alternate point to the new OCONUS PDS for employee and dependents; HHG shipment and storage and 

POV shipment direct from old PDS to the new OCONUS PDS; MEA; TQSE, real estate expenses and RITA.  

See JTR Chapter C1052; C14000, C16000. 

 

NOTE:  The above is merely a guide; entitlements will be specifically identified and authorized on your PCS 

travel orders. 
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Return From OCONUS Official Station to Place of Actual Residence for Separation 

RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION 

ALLOWANCES 

Transportation employee and immediate family 

member(s) (FTR 302-4/JTR C1052E ). 

Shipment of privately owned vehicle (POV) (FTR 

part 302-9, subpart B/JTR Chapter 11000). 

Transportation of household goods (FTR part 302-

7/JTR C5150 –  C5190). 

 

 
NOTE:  The above is merely a guide; entitlements will be specifically identified and authorized on 

your PCS travel orders.

Tour Renewal Agreement Travel  

RELOCATION ENTITLEMENTS DISCRETIONARY RELOCATION ALLOWANCES 

Transportation employee and immediate family 

member(s) (FTR 302-4/JTR C4154). 

 

Per diem for employee only (FTR part 302-4/JTR 

C4160). 
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FREQUENTLY ASKED QUESTIONS (FAQ’S) 
 

1. (Q) What paperwork do I need to file my claim? 
 
(A) Upon arrival you will be given an indoctrination on the requirements for filing each claim.  
Your Human Resource Coordinator and/or your Resource Management PCS Travel Coordinator 
will provide information about accessing the forms via Formflow. 
 
2. (Q) How long will my claim take to process? 
 
(A)  This depends mainly upon you.  If claims are submitted correctly with all required 
documentation, the processing time should be approximately 2 - 4 weeks after the UFC receives 
the claim. 
 
3. (Q) Is there a specific way to submit claims that will make them easier to process? 
 
(A) Yes.  Each claim requires a COMPLETE SET which includes a copy of orders, original 
receipts, contracts, etc.  Claims must be typed or clearly printed in ink.  No pencil allowed.  The 
TQSE form is a two-sided form.  Please be sure that you complete both sides. 
 
4. (Q) Why do claims sometimes come back unprocessed? 
 
(A)  Claims are returned for many reasons.  Usually the UFC wants more documentation to 
justify what has been claimed. 
 
5. (Q) Where’s my money? 
 
(A) Please understand that we are here to assist you.  The processing of your claim requires an 
effort on everyone’s part.  For speed in reimbursement, please be sure to have your EFT form 
for travel reimbursement established in the District BEFORE you begin your PCS Travel.  Once 
the claim is reviewed by the Resource Management Office, it is sent to the UFC for processing 
and payment.  Real Estate claims are sent through the District Real Estate office prior to being 
sent to UFC for review and verification. 
 
6. (Q) Will I receive the money as shown on my orders? 
 
(A) All figures shown on your orders are estimates only. 
 
7. (Q) How long do I have to file claims? 
 
(A) Your en route travel and house hunting trip claims are due within a few days after your 
arrival in the District.  Your TQSE claim is due within 5 days of the conclusion of each 30-day 
increment or as soon as you have all required documentation.  DO NOT  file your house hunting 
trip claim with your old PDS.  You have up to 2 years for Real Estate claims.  RITA claims are 
submitted as soon as possible after you have received the RITA package from UFC. 
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8. (Q) I stayed with friends/relatives during my en route travel.  How do I claim that? 
 
(A) You will not be reimbursed for lodging expenses you did not incur.   
 
9. (Q) If I took a house hunting trip am I still entitled to 30 days TQSE? 
 
(A) Not entirely.  Under Actual TQSE, the number of days utilized for the purpose of a house 
hunting trip are deducted from the first 30 days of TQSE.  If you used 5 days for a house 
hunting trip you would be entitled to 25 days of TQSE.  If you have been authorized Fixed 
TQSE, the house hunting trip does not count towards your TQSE. 
 
10. (Q) What happens if I have to move out of my old residence prior to my PCS travel? 
 
(A) You may claim that time as the first portion of your TQSE and then complete the remainder 
of the 30-day increment when you arrive in Alaska. 
 
11. (Q) What are my responsibilities to keep receipts when on Actual TQSE? 

 
(A) You are required to maintain a log of all your daily TQSE expenses.  Receipts are required 
in all cases for lodging.  For meals, you are only required to obtain a receipt where the cost 
exceeds $75.  Itemized receipts are required for both lodging and meals.  For example, if you go 
to a restaurant, a credit card receipt only showing the total billed amount is not considered 
sufficient.  Your meal receipt should detail what meals or drinks were purchased when the total 
meal cost exceeds $75. 

 
In all cases, your claimed expenses are subject to a general standard of reasonableness.  What is 
reasonable?  Well, this depends on your situation.  In general, you should maintain your 
spending at the same level as you would if you were purchasing the meals out of your own 
pocket.  You should be prudent. Consistent meals just below the $75 receipt threshold will 
likely raise a question and could slow down the processing of your voucher.  In addition, your 
total daily meal limit is a guide and is intended to cover the cost of two to four meals per day.  If 
a traveler spends most of the daily limit on one meal, this is considered questionable as well. 

 
Bottomline, your individual meal costs should be considered reasonable for your family size.  
The determination of reasonableness is a subjective standard.  However, to ensure your voucher 
payments are not delayed, please maintain a log of all meal expenses (as required), keep receipts 
for all expenses, if possible (and they are required in all cases for lodging  and for meals when 
the cost exceeds $75), and BE PRUDENT!  If you follow these guidelines, your claims process 
will go much smoother. 

 
12. (Q) Do I have to begin my TQSE upon arrival in the Alaska District? 
 
(A) No. You may either begin your TQSE within 30 days after you report or within 30 days 
after your dependents vacate their permanent residence at the old duty station. 
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13. (Q) How do I claim TQSE while I’m on TDY orders? 
 
(A) If you are drawing a single TQSE you would stop claiming expenses for that time you are 
covered under TDY orders, except to retain PCS TQSE lodging during TDY.  If you have 
dependents here that you are claiming, you will continue to claim your dependents’ expenses 
and add yourself back on when you return. 
 
14. (Q) Can I claim TQSE for my dependents who are still at my old duty station? 
 
(A) Yes, but only if they have vacated their permanent residence and they are on TQSE 
concurrently with your TQSE. 
 
15. (Q) If I receive part of my household goods am I still entitled to TQSE? 
 
(A) You may receive a “partial” shipment with necessary items, i.e., clothing, pots and pans, 
linens, dishes, children’s bikes, baby crib, portable TV (no furniture).  Your boxes need to be 
marked at packing time to provide easy identification.   
16. (Q)  How long can I use Actual TQSE? 
 
(A) Actual TQSE may initially be authorized for up to 30 days.  If you need additional 
increments of TQSE, you will need to request it in writing 7 days prior to the last day of your 
initial TQSE.  See CEPOA TQSE Policy Letter #15.  Fixed TQSE is a fixed cost for a 
maximum of 30 days and can not be extended. 
 
17. (Q) When and how can I request an extension of Actual TQSE?   
 
(A) If you need additional Actual TQSE past the initial 30 days, you will need to request an 
extension at least 7 days prior to the expiration of your current term of TQSE.  This request 
must be routed through the Resource Management, Finance and Accounting office and will 
require the Division Chief’s approval to extend TQSE up to 60 days in total.  Any TQSE 
beyond 60 days in total requires the approval of the Commander.  See CEPOA TQSE Policy 
Letter #15. 
 
18. (Q) When can I file for my Miscellaneous Expense? 
 
(A) You may claim your Miscellaneous Expense when you submit your last 30 day TQSE 
claim.  You do not need to itemize this expense.   
 
19. (Q) What happens if I can’t sell my house at my old duty station and have to make two 
mortgage payments? 
 
(A) The inability to sell your old residence is no justification for an extension of TQSE.  You 
are responsible for your own mortgage payments.   
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20. (Q) What if my home at my old duty station does not sell within two years? 
 
(A) You may request a one-year extension of reimbursable real estate expenses prior to the end 
of the two years. 
 
21. (Q) What is the maximum allowable amount payable for Actual TQSE?  
 
(A) TQSE for the employee and dependents will be authorized for a period not to exceed 30 
consecutive days.  The amount which may be reimbursed for TQSE will be the actual amount of 
allowable expenses incurred for the first 30 days of TQSE based upon the per diem rate in the 
city that TQSE costs occurred. 
 
22. (Q) What are the reasonable maximum commercial meal costs for Actual TQSE? 
 
(A) Reasonable meal costs are up to 46% of the prescribed daily maximum per diem rate for the 
location that TQSE costs occurred. 
 
23. (Q) What is a reasonable lodging cost for the Alaska area? 
 
(A) Reasonable lodging costs are up to 54% of the prescribed daily TQSE rate in the city that 
TQSE costs occurred.  Receipts are required for all lodging costs claimed. 
 
24. (Q) What are my responsibilities as a traveler? 
 
(A) You should exercise the same care in incurring expenses that you would exercise if 
traveling on personal business at your own expense. 
 
25. (Q) How many days travel am I authorized en route to Alaska by POV? 
 
(A) You are authorized days according to mileage from your old duty station to your Alaska 
duty station, which is figured at an average of 350 miles a day i.e., if you live 3000 miles from 
Anchorage, Alaska, you are authorized 9 days.  You must report for duty the day after your 
arrival (if it is a normal work day).  You must not wait until your duty reporting date as shown 
on your orders or you will be charged annual leave. 
 
26. (Q) What is meant by “Traveler required to certify single occupancy rate of lodging 
while en route”? 
 
(A) During travel status (House hunting trip and/or en route travel) it is required to have the rate 
for a single room established on each lodging receipt. 
 
For Example: Single room rate $30.00 (tax included) 
    Multiple room rate $49.50 (tax included) 
   (i.e. yourself and dependents) 
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For this example “Single Room rate $30.00” shall be written on the face of the receipt.  Your 
entitlements are based on the single room occupancy rate.  With a single rate of lodging 
established at $30.00 and per diem of $30.00 for meals, your per diem for the 24 hour day is 
$60.00.  For the accompanying spouse and dependent 12 years of age or older the rate for each 
will be 75% of $60.00 or $45.00, and for dependents under 12 years of age the rate would be 
50% of $60.00 or $30.00. 
 
27. (Q) How many RITA claims will I file? 
 
(A) Generally, you might file two RITA claims.  One for each calendar year in which 
reimbursement or payment for moving expenses  is made.  If your reimbursement for moving 
expenses is spread over more than one year, you will have more than one claim.  If all your 
claims and reimbursements are settled in one year you will file only one RITA claim. 
 
28. (Q) Are PCS travel  reimbursements considered when filing income tax return? 
 
(A) You must include any taxable reimbursement for moving expenses in gross income on your 
federal income tax form.  You will receive a W-2 for all taxable reimbursements in the calendar 
year following the year of your PCS settlements.  Also, if you meet the Internal Revenue 
Service (IRS) distance and time test, you may be able to deduct moving expenses.  Use IRS 
form 3903 for moving expenses and see IRS Publication No. 521, Moving Expense.  For 
additional information please visit www.irs.gov or a personal income tax professional.
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FORMS 

 
1.  PCS Travel Claims Checklist. 
 
2. Employee Agreement for Withholding Tax Allowance (WTA) and Relocation Income Tax 
Allowance (RITA.) 
 
3.  SF1199A DIRECT DEPOSIT Form for EFT Travel Reimbursement Only. 
 
4.  Sample DD 1614 Travel Order Form. 
 
5. Sample Form DD1351-2 En route Travel Claim.  This form is available through various forms 
packages such as FORM FLOW and PERFORM FLOW. 
 
6.  Sample Form DD1351-2 TQSE, ENG Form 4743-R TQSE Log and MEA Travel Claim. 
 
7. Sample DD1351-2 and  DD Form 1705 Application for Reimbursement of Expenses Incurred by 
DoD Civilian Employees upon Sale or Purchase (or both) of residence upon change of duty station. 
This form is available through various forms packages such as FORM FLOW and PERFORM 
FLOW. 
 
8.  Sample DD 1351-2 RITA Claim Form. 
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Traveler: ___________________. 

Travel Order #: ___________________. 
Retirement Category: ____ FERS ____ CSRS 

 
PCS TRAVEL CLAIMS CHECKLIST 

Review the list below for required documentation to support travel claim liquidation of all civilian 
employee Permanent Change of Station. All travel forms must be legible. ALL CLAIMS 
SUBMITTED WILL CONSIST OF AN ORIGINAL PACKAGE WITH A COPY OF THE 
TRAVEL ORDER. Claims must be made on DD 1351- 2. ALL CLAIMS MUST BE TYPED OR 
IN BALL-POINT PEN  (blue or black) OR TYPEWRITTEN, NO PENCIL! 
 
1. Travel Advance Received    $_____ 
 
2. House Hunting Trip   
 a) Original receipts.    ______ 
 b) Itemized daily lodging receipts showing single rate.  ______ 
 c) Statement as to whether spouse did/did not accompany  
 employee (put on DD1351-2)    ______ 
 d) Signed Travel Orders    ______ 
 e) Traveler’s Signature on voucher    ______ 
 
3. Employee & Dependent Travel  
 a) Original receipts.    ______ 
 b) Itemized daily lodging receipts showing single rate.   ______ 
 c) Signed Travel Orders    ______ 
 d) Traveler’s Signature on voucher    ______ 
 e) DD1351-2 listing all dependents that traveled   ______ 
 
4. Temporary Quarters  
 a) TQSE Form #ENG 4743-R, Original    ______ 
 b) Lease agreement, if in rental quarters    ______ 
 c) Original receipts.    ______ 
 d) All utility receipts must show dates of covered service.  ______ 
 e) Signed Travel Orders    ______ 
 f) Traveler’s Signature on voucher    ______ 
 g) Travel Approving Official’s Signature on voucher   ______ 
 h) Amended orders to increase TQSE to more than 30 days  ______ 
 
5. Miscellaneous Expense (ENG Form 4743-R page 1) 
 a) $500 for employee only    ______ 
 b) $1000 for employee whose dependents have moved.   ______ 
 c) Employee Certification Statement    ______ 
 d) Signed Travel Orders    ______ 
 e) Traveler’s Signature on voucher     ______ 
 f) Travel Approving Official’s Signature on voucher   ______ 
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6. Real Estate Fees  
 a) DD 1705 Sale/Purchase, Orig. (signed by Real Estate Div.)  ______ 
 b) Purchase/Sales Agreement     ______ 
 c) Signed Travel Orders     ______ 
 d) Traveler’s Signature on voucher     ______ 
 e) Travel Approving Official’s Signature on voucher   ______ 
 
7. Lease Termination  
 a) Lease Agreement     ______ 
 b) Receipts, Original     ______ 
 c) Signed Travel Orders     ______ 
 d) Traveler’s Signature on voucher     ______ 
 
8. Household Goods  
 a) Commercial Move: Bill of Lading     ______ 
 b) Total payments do not exceed 18,000 lbs    ______ 
 c) Signed Travel Orders    ______ 
 d) Traveler’s Signature on voucher    ______ 
 e) Travel Approving Official’s Signature on voucher   ______ 
 
9. RITA (Relocation Income Tax Allowance) 
 a) IRS W-2 Forms    ______ 
 b) IRS Schedule (SE Form 1040) for self-employment income  ______ 
 c)Tax Status Certification    ______ 
 d) Signed Travel Orders    ______ 
 e) Traveler’s Signature on voucher    ______ 
 f) Travel Approving Official’s Signature on voucher   ______ 
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EMPLOYEE AGREEMENT FOR 
WITHHOLDING TAX ALLOWANCE (WTA) AND 

RELOCATION INCOME TAX ALLOWANCE (RITA) 
 
WTA (withholding tax allowance) is an allowance designed to cover the employee’s withholding 
tax obligation for Federal Income Taxes on income resulting from covered taxable reimbursements. 
Covered taxable reimbursements subject to Federal Withholding Tax include such items as: En 
route Meals, Househunting, Storage in excess of 30 days, TQSE (Temporary Quarters Subsistence 
Expense), Miscellaneous Expense, Unexpired Lease Expense and Real Estate Expenses. 
 
The WTA is considered an advance of the RITA (Relocation Income Tax Allowance) and will be 
paid on each claim filed throughout the year. Selecting the correct option below for WTA 
computation in Year 1 (calendar year in which reimbursement of moving expenses is made) will 
avoid an overpayment in Year 2 (year RITA is calculated). To determine the proper calculation of 
WTA, use the chart below. 
 
 

OPTION A: WTA PAID @ 15%  OPTION B: WTA PAID @ 28% 
Single:     Income less than $33,937   Income greater than $33,937 
Head of Household:   Income less than $48,851   Income greater than $48,851 
Married Filing Jointly:   Income less than $62,143   Income greater than $62,143 
Married Filing Separately:  Income less than $30,536   Income greater than $30,536 

I ELECT OPTION A: ______   I ELECT OPTION B: ______ 
 

AGREEMENT: I agree to repay any excess amount of WTA paid to me in Year 1 and submit the 
required tax information to apply for RITA within 120 days after the close of Year 1. I also 
understand the entire WTA paid to me in Year 1 will be considered a debt to the United States 
Government if I fail to file a RITA claim in a timely manner. 
 
Location of Civilian Payroll Office:___________________________________________________ 
 
Your retirement code is: FERS__________ CSRS__________ 
 
Employee Signature: ______________________________________________ 
 
Date: _________________________ 
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 TRAVEL ORDER BOX EXPLANATIONS 
 
1. Date:  Self Explanatory 
 
2. Name:  Self Explanatory 
 
3. Social Security Number: Self Explanatory 
 
4. New Position Title:  Title at new PDS 
 
5. Grade or Rating:  New grade or Rating at new PDS 
 
6. Retirement Code: FERS or CSRS 
 
7. Releasing Official Station and Location, or Actual Residence:  Old PDS location or actual residence (for First   

Duty Station employees) 
 
8. New Official Station and Location, or Actual Residence:  New PDS location 
 
9. Reporting Date at New Duty Station:  Date employee is to report at new PDS 
 
10. Travel Purpose: 

 Between official stations -  used for transferring employees 
 Renewal Agreement - for current employees entitled to RAT 
 Return from Overseas for Separation – used when leaving OCONUS for separation from government 
 Temporary Change of Station – used for long-term temporary assignments and subsequent returns to 
previous PDS after assignment completion 
 Other  - used for First Duty Station employees 

 
11. Transportation Mode: 

 Government – used for government owned conveyance 
 Commercial – used for commercially operated air, train, bus, etc. 
 POC- used for privately owned conveyance (vehicles) 
 Mileage Rate:  Rate of POV mileage entitled to for number of people in vehicle 

 
12a. Per Diem for Employee: checked yes if employee authorized per diem 
 
12b. Per Diem for Dependents:  checked yes if dependents are authorized per diem 
 
13a. Round Trip Travel for Househunting:  If Househunting is authorized, yes box will be checked as well as the actual 
or fixed boxes 
 
13b. Number of Days:  Number of days entitled to for househunting trip 
 
14a. Temporary Quarters Subsistence Expense:  If TQSE is authorized, actual or fixed box must also be checked. 
 
14b. Number of Days Authorized:  Number of TQSE authorized must be shown  
 
15a. Household Goods (HHG) Shipment:  If HH Shipment is authorized, GBL must will also be checked 
 
15b. New Weight Authorized:  Not to Exceed 18,000 including excess baggage 
 
16. Other Authorized Expenses: 

 Temporary Storage of HHG – will usually be checked if shipment is authorized, must state in box 28 
number of days authorized  

 Non-temporary Storage of HHG – if authorized, must stated in box 28 time authorized 
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 Relocation Services – NA 
 Property Management Services – NA 
 Real Estate Expenses – checked if authorized expenses in connection with sale or purchase of home 
 Unexpired Lease – checked if authorized expenses in connection with termination of lease agreement 
 Relocation Income Tax Allowance  - if checked, authorized reimbursement of RITA expenses 
 POV shipment – if authorized, OCONUS will be marked also and box 28 will state port to ship vehicle 

from 
 Miscellaneous Expenses – if authorized, box will be checked 
 Travel Advances Authorized – if authorized, amount will be included 

 
17. Dependent Travel: 

 Concurrent – traveling at the same time as employee 
 Delayed – travel of dependents delayed – must state estimated dates in box 28 
 Early return – used for return travel at separation 
 Not authorized – checked if dependent travel not authorized 

 
18a.  Dependent Travel From: Location of dependents actual residence 
 
18b.  To:  New PDS location 
 
19.  Dependents – listed names of all dependents and their relationship to employee including birthdates of each 
 
20. Estimated Cost:  Costs of entire PCS calculated by New PDS Administrative staff 
 
21. Transportation Agreement Signed:  Must be signed prior to travel order approval.  Date will be included 
 
22.   Accounting Citation:  Funding used and PR&C numbers pertaining to travel order 
 
23.   Approving Official Title and Date:  Self Explanatory 
 
24.   Order-issuing/Authenticating Official:  Self Explanatory 
 
25.  Travel Order Number:  Number assigned to Travel Order – also used on all travel vouchers 
 
26.  Date Issued:  Self Explanatory 
 
27.  Claimant Forward Completed Settlement Claim to the Following Address:  Used for Travelers outside the 

immediate area who need to return claims to a specific location 
 
28.  Remarks or Other Authorizations:  Used to give detailed requirements and restrictions to PCS travel authorizations 

such as leave, excess baggage, POV shipping port location, etc. 
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